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General Information

This desk guide provides instructions for completing and submitting the reports required as a
condition of your agency’s Community Services Block Grant awards. This guide, revised in
September 2020, replaces any previous versions of the CSBG Progress Report Desk Guide and
any outdated instructions on reporting for all CSBG programs.

CSBG Program Staff

Contact the program staff assigned to your agency’s region for assistance with completing and
submitting reports.

Baltimore Region
Anne Arundel, Baltimore, and Harford Counties, Baltimore City
Angela Fraser, pangela.fraser@maryland.gov, 301-429-7516

Eastern Shore & Western Maryland Regions
Upper, Mid- and Lower Shore Counties; Allegany, Garrett, Carroll, and Washington Counties
Michelle Bass, michelle.bass@maryland.gov, 301-429-7510

Capital Region
Frederick, Howard, Montgomery, Prince George’s, and Southern MD Counties
Sanam Kalhoro, sanam.kalhoro-escoto@maryland.gov, 301-429-7524

CSBG CARES (CSBG-CV)

Pursuant to the Coronavirus Aid, Relief, and Economic Security (CARES) Act and requirements
of the CSBG program, CSBG-CV funds support eligible activities that prevent, prepare for and
respond to the coronavirus. A progress report and financial status report must be submitted on a
monthly basis. Progress reports should illustrate how your agency utilized CSBG-CV funds to
support eligible activities during the reporting period. Financial status reports must only show
expenditures of CSBG-CV funds during the reporting period.

To minimize administrative burden, the first progress report and financial status report for
CSBG-CV funds will cover the period of March 27, 2020 — August 30, 2020 and must be
submitted to the Department by September 15, 2020. Subsequent reports must be submitted by
the fifteenth of each month until all CSBG-CV funds are expended. The period of performance
for CSBG-CV funds is March 27, 2020 through September 30, 2022.

Completed reports must be submitted via the DHCD Project Portal. CSBG-CV reports must be
uploaded to your agency’s FY20 CSBG-ND award. The name (ID) of this award in the portal
begins with CSBG-ND-2020.
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CSBG-Discretionary (CSBG-D)

CSBG-D funds support efforts to eliminate poverty, promote self-sufficiency, or to promote
community revitalization through asset-building programs; innovative programs that address
poverty; and programs that fill documented gaps in service. Progress reports should illustrate
how your agency utilized CSBG-D funds to achieve these program goals. Financial status reports
must show all expenditures of CSBG-D funds during the reporting period.

For State Fiscal Year 2021 (SFY21), a progress report and financial status report must be
submitted on a quarterly basis by the fifteenth of the month following the end of each quarter of
the grant term: October 15, 2020, January 15, 2021, April 15, 2021, and July 15, 2021.

The final report is due by July 15, 2021. The final progress report must describe the completed
scope of services, list of accomplishments, any challenges encountered in completing the scope
of services, and such other information as may be required by the Department. The final
financial status report must summarize total expenditures charged to the CSBG-D award during
the reporting period.

Completed reports must be submitted via the DHCD Project Portal. CSBG-D reports must be
uploaded to your agency’s FY21 CSBG-D award. The name (ID) of this award in the portal
begins with CSBG-D-2021.

CSBG-Non-Discretionary (CSBG-ND)

CSBG-ND funds are the annual formula-based allocation distributed to Community Action
Agencies to support agency operations. Financial status reports must show monthly expenditures
of CSBG-ND funds. Expenditures must align with your agency’s approved Community Action
Plan and/or approved Budget Modification.

For Federal Fiscal Year 2021 (FFY21), a financial status report must be submitted on a monthly
basis by the fifteenth of the month following the end of each month of the grant term (October 1,
2020 — September 30, 2021). The final report is due by October 15, 2021.

Completed reports must be submitted via the DHCD Project Portal. CSBG-ND reports must be
uploaded to your agency’s FY21 CSBG-ND award. The name (ID) of this award in the portal
begin with CSBG-ND-2021.
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Financial Status Report Form

A financial status report must be completed and submitted with each progress report using the
Excel workbook template provided by the Department. The financial status report must show
how CSBG funds were utilized during the reporting period.

The financial status report forms for all CSBG programs are provided by the Department in a
single Excel workbook. Contact the CSBG program staff for your region to receive a copy of the
workbook, if needed.

Instructions:

1-

9-

10

Cells A9-A21 list the cost categories shown in your agency's approved award budget. If a
particular cost category is not included in your agency's budget, leave that row blank. If cost
categories should be added, please contact DHCD's program staff for assistance. Also note
that budget revision requests must be reviewed and approved by the Department's CSBG
program staff before adjustments are made to your agency's CSBG award budget.

In cell B4, enter your agency's full name.

In cell B5, enter your agency's FEIN.

In cell E5, select the reporting period covered by this report.

In cells B9 - B21, enter the approved budget amounts for each cost category.
In cells C9 - C21, enter total actual expenditures for the reporting period.

In cells D9 - D21, enter cumulative expenditures (from July 1 to the end of the reporting
period) for each cost category.

In cells E9 - E21, enter the amount of funds in each cost category that have been obligated as
of the end of the reporting period.

This report must be reviewed and certified by your agency's fiscal officer and executive
director.

-Submit a PDF copy of this certified report via the DHCD Project Portal. Ensure that the

report is uploaded to the correct award record in the portal.



Report Submission Instructions

Your agency’s completed progress report and financial status report forms must be submitted via
the DHCD Project Portal. The following instructions will assist you with submitting your
reports. Contact the CSBG program staff for your region if you need additional assistance.

DHCD Project Portal Website

To submit your agency’s quarterly reports, you must have a registered user account. For
assistance with new user registration, logins, and/or forgotten passwords, please review the
training documents for those activities:

e DHCD Project Portal New User Registration Training (PDF)
https://projectportal.dhcd.state.md.us/Documentation/MDDHCD/NewUserRegistrationTr

aining.pdf

e DHCD Project Portal Login Training (PDF)
https://projectportal.dhcd.state.md.us/Documentation/MDDHCD/LoginTraining.pdf

System Compatibility

The DHCD Project Portal system is fully supported by the Microsoft Internet Explorer (IE) web
browser. DO NOT use Google Chrome, Microsoft Edge, or Mozilla Firefox when working in
the DHCD Project Portal. These browsers are not fully supported and may cause unexpected
errors.

Creating a New Progress Report Form
Following the execution of the grant agreement, awardees submit their quarterly progress reports

through the DHCD Project Portal. These progress report forms will remain available for as long
as the award remains active.

.‘ !
Maryland
SYSTEM LOGIN

bz;;mem of Housing and Community Development

A. Login to the DHCD Project Portal at T — .
https://projectportal.dhcd.state.md.us | Department of Housing and Eommunity Development A

Neighborhood Revitalization Project Portal Password

oGiN
The D of Housing and C: Dy 's Division of New User?

Refer to the Iinked tra.l n i ng Neighberhood Re_vn_auz:lﬂwgn;zzjem Portal Iug-mFsulleW:zrlen? online galzv;i{lltgHCD Forqot Password?
documents and/or Contact the DHCD revitalization programs, please visit the website:
program staff for login assistance.

hitps://dhcd. maryland. gov/Communities/Pages/default aspx

Current Users can login to this site, using your usemame and password. If you
have forgotten your credentials click on the Forgof Password? link appearing below
the Login button. For more tips on Logins, Password and System Roles, view the
Login Training.

New Users can click the New User link to register a new account for this website.
Click here to view the New User Registration Training.

DO NOT share account credentials, as the system uses authorizing electronic
signatures.

Wote conceming failed lagin attempts: If you receive the error message that your account has
been "locked" due to falied login attempts, please wait 20 minutes and you can try

again. Alternatively, use the "Forgot Password?" link or confact your DHCD Funding Program staff
te reset your password.
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B. Use the “My Applications” oo
Search Tab to Access the My Applications
Award Reco rd Use the search functionality below to find a specific Application.

Search Applications

Application Types [Community Development and Services Application FY2019 ~

Select the Application Type for Apptcation am | ]
person ]
the correct award year (e.g. AT v
FY2020, FY2021) e
Export Results to [Screen v Sort by: [~ Select — v Ea
You can also select the Status of

“CDS — Award Active” to return
only those award records that
have been made “Active”. - ers Soneen Ao ranre DB COS T pezscaecosro

The Holtzapple CDS Test CSBG-D-2018-COSTO-
Organization 00a11

The Holtzapple CDS Test CSBG-ND-2018-CDSTO-
00015

ity D and Services App: Fr2018 Award Active 2018

Community D and Services Fr2019 Award Active 2019

Award Active 2018

Click the Search button. And then
click on the “Name” (ID) link to
enter the award record.

Community Development and Services Application FY2020 Menu

Document Information:

Details
C. Go to the “Related Items” Page pra—
Info Document Type Organization Role urren ;
of the Award Record 2w &
Community Development and Services The Holtzapple COS Test Authorized Award Active 12}
Application FY2020 Organization Official N/

On the Award record’s Main
page, click on the “View @ View, Edit and Complete Forms
Related Items” button tO Open Select the View Forms buiton below to view, edit, and complete forms.
that section/page. This is the e
page that contains the links to
create neW Prog ress Reports Or Select the View Related Items button below to view related items such as Requests for Payment or Progress Reports.
Requests for Payment.

() Examine Related Items

This page then stores and displays a listing of created and processed Progress
Reports and Requests for Payment. Additionally, this page stores any system
messages sent in relation to the application/award workflow. When starting out,
this page will be empty; but as records are created, submitted, and approved they
will appear here as a list.

D. Click on the link to “Initiate” a New Progress Report

Click the link to “initiate” a | 7€2ed Documents _
new Progress Report record Sort search results by: [ Select - | Filter by Document Type: |:| [ Go |

Period Date
Document Type Name Current Status ! Created By
Date Due

Community Development Initiate a Communi
and Services RFP Development and Services
Reguest for Payment FY2020

Community Development  Inifiate a/an Community
and Services Progress Development and Services
Report Progress Report FY2020




Upon successful creation, you will see the new Progress Report record’s “Menu” page.

Q Back
Community Development and Services Progress Report Menu

Document Information:
Parent Information:
Details

@ View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

NOTE: The system allows only one Progress Report to be “In Process” at a time. If a
Progress Report was previously created but has not yet been submitted or canceled, this
error message will appear:

O Global Errors

You currently have a Progress Report in process. You will not be able to create or submit a new Progress Report until the current Progress Report is Submitted or
Cancelled.

Existing “In Process” Progress Report records can be found and accessed on the “Related
Items” page. Locate the existing Report and click on the “Name” (ID) link to resume
work. Contact the DHCD program staff for further assistance.

Related Documents

Sort search results by: [ Select — ~| Filter by Document Type: l:l [ Go |

Period Date
Document Type Name Current Status ! Created By Last Modified By
Date Due

Initiate a Community
Development and Services
Request for Payment FY2020

Community Development  |nitiate a/an Community
and Services Progress Development and Services
Report Progress Report FY2020

Community Development
and Services Progress
Report

Community Development
and Services RFP

Dr. Bryan Test- Dr. Bryan Test-
AuthorizedOfficial Jr. AuthorizedOfficial Jr.
3/25/2020 4:50:50 PM  3/25/2020 4:50:50 PM

CDS-PR-2020-The Holtzapple Progress Report in MIA - NIA
CDS Test O-00006 Process MNIA




Completing the System’s Progress Report Form

A. Click on the “View

Forms” button to open the View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

forms menu VIEW FORMS |

B. Progress Report Forms Menu Forms

| .
The Forms Menu includes links to

online and print versions of the
Progress Report Training, as well as,
a link to the system’s progress report
form and a link to submit or cancel

Progress Report Training

[+

Print Version (For Your Records)

the report.
@ Progress Report Form
Click on the Progress Report page @ Submit or Cancel the Proaress Report

link to enter and fill-out the form.
C. Progress Report Form
This page contains five sections. Fields marked with a red asterisk (*) are required.

1) Current Award Summary

Data in this section includes

award funding program type, Awardee Legal Name:  The Holizapple CDS Test Organization
program/project name, project Awardee Name: The Holizapple CDS Test Organization
description, award term, award Award ID: CSBG-ND-2020-CDSTO-00003

amount, and the name of DHCD Alternate Award ID: CSBG-001AB

PI’Oj ect Manager aSSigned to the Award Program Type: Community Services Block Grant-Non-Discretionary
award . Program/Project Name: Bryan 2020 Test Mame 1

Bryan 2020 Test Description 1.Bryan 2020 Test Description 1.Bryar]

Program/Project Description: 4 g 2 5020 Test Description 1.Bryan 2020 Test Description 1.Bry

This information is presented to Award Term: Start Date: 1/1/2020  End Date: 12/31/2022
place context to this Progress Award Amount: $450,000.00
Report_ Review this information DHCD Project Manager: Bryan CDSPMTester

to ensure that you are completing
a Progress Report Form for the
correct award record.




2)

3)

Award Resource Documents

Th | S SeCti On |nC I udes I | n kS tO the ;ls]{s;:L;rg:;;g:;ﬂﬂ%e;ssjzsﬁfé)J:r?;rs.may need fo reference the Award Agreement, Exhibits, or Amendments.
AWard Payment ACtiVity Report’ Click here to view the complete AWARD PAYMENT ACTIVITY REPORT
the M OSt Recent Prog ress Report Note: This iink will not create a report if & Request for Payment has not yet been submitted

Click Here to view the MOST RECENT PROGRESS REPORT

and the Executed Award
Ag re.ement’ and Where Where applicable, click the links below to view Amendments to the Award Agreement
applicable, any executed award Flle Linkis)  Executed Datele)

amendments.

Click here to view the EXECUTED AWARD AGREEMENT

NOTE: If no Request for Payment or Progress Report record has been
submitted yet, these two links will not work.

Progress Report Time Period
In this section, select the “Start” and “End” dates for the Reporting Period. Where
applicable, check the box if this report represents the ‘Final Report” of the award.

PROGRES S REPORT TIME PERIOD:

Please note; Compliance with program requirements, such as progress reporting, will be considered when reviewing requests for payment.

Fill in reporting period beginning and end date for this Progress Report (month and year)

Reporting Period Start Date: Month: ,e Year: *
Reporting Period End Date: Month: x Year: x

Check this box if this is your Final Progress Report: [ |

4)

Progress Report Uploads and Attachments

In this section, upload the program-specific progress report form, the
financial status report form, and any pertinent supplemental documents.
Enter file descriptions for each attachment.

a) In the first upload section, attach the completed program-specific progress
report form, as provided by CSBG program staff. Enter a short description of
the file.

PROGRESS REPORT UPLOADS AND ATTACHMENTS

Contact your DHCD Project Manager to obtain a copy of the program-specific Progress Report template. Upload the completed |

template below and provide a short file description, including the reporting period:

Progress Report Upload File Description

Browse... |[DELETE-

Report for Q1
2400665 8065406-01 CorpRes pdf

10



b) In the second upload section, attach the financial status report and other
supplemental documents in support of this Progress Report. Enter a short
description of the file. To upload another file, click the save button. NOTE:
Uploaded files are limited to a maximum file size of 25 Megabytes (MB)

per page save.

Supporting Uploads

Browse... |[DELETE

8400665 8068413-02 LocalGovRes pdf
Browse...

Upload any additional or supporting documents below and provide a short description of each file:
More uploads fields will appear upon page-Save. Uploaded files are limited to a maximum file size of 25 Megabytes (Mb) per page save.

File Description

|[Extra Doc A |

¢) Inthe narrative field, enter more detailed notes about the supplemental and
supporting documents you have attached.

Provide any detailed notes conceming the attached Progress Report and Additional or Supporting Documents:

0 of 2000

5) Progress Report - Certify and Submit
In this last section, enter the
name, title, email address, and
phone number of the contact
person for this Progress Report.

If CSBG program staff have any
questions about the Progress
Report, this is the person who
will be contacted.

PROGRESS REPORT - CERTIFY AND SUBMIT

I hereby certify that, to the best of my knowledge, the information in this document
complete, and in compliance with the terms of the Award Agreement.

Contact Name: | L
Contact Title: | F
Contact Email: | F

11



Submitting the Report

A. Prior to submission, check that —
there are no page errors. —
. a N . Status Page Name Note Created By
Prior to submission, all required
fields must be completed with no T Frogess Repot Training
page errors present. Look to the

application’s “Forms Menu” page or

Progress Report - Print Version (PDF

the “NaVlgatIOH Dr. Bryan Test-
Links” at the bottom of each O Fousin 3252020 45050 P
application page. If the icon looks €  Stotus Chance

like an orange stop-sign with a white
hand, that is an indication of a page
error that must be corrected.

Your information has been saved and the following Page Error(s) have been

If an error iS found! r_eViSit that page f-OLll:'nlgése provide all of the following: Contact Name, Contact Title, Contact Email,
and make the corrections as Contact Fhone

instructed by the error message.

Once an error is corrected and the

page has been re-saved, a properly

completed page will show a green iSPage Information

traff|C 3|gna| icon With thlS The information has been saved.
confirmation message.

IMPORTANT: Be sure to save all the information entered and uploaded BEFORE
submitting your report. Otherwise, the information will be lost, and you will have to
repeat all of the steps above.

B. Click the green Submit Report
To submit the Progress Report, click
the green “Click Here to Submit or
Cancel this Report” button, after you
have saved your progress.

C. Status Change

To complete the submission of the

Progress Report, click the grey Possible Statuses

“Confirm the Submission of this PROGRESS REPORT SUBMITTED
Report” button on the Status Options
Page.

12



D. On-Screen Confirmation
When the Progress Report has been
submitted successfully, the main
page will re-load and the status will
now read as “Progress Report in
Review”.

If a page error is found, the Report
will not be submitted and an error
screen will be shown, with a link to
the page where the error was found.
After correcting the page errors,
follow the submission steps again.

E. Email Confirmation
Upon successful submission, a
system email will be sent to the
email address on your account as a
second form of confirmation.

F. Confirmation of Approval
When CSBG program staff receives
a Progress Report, the form is
reviewed and approved. When the
review steps are completed, an email
notification is sent to the Awardee to
confirm the approval.

Document Information:
Parent Information
Details

Info Document Type Organization Role

Authorized

Community Development and Services Progress  The Holizapple CDS Test
I Official

Report Organization Review

View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.

VIEW FORMS

‘Current Status

Progress Report in

O Global Errors

Document Information:

Details

() Please provide a Contact Phone Number

Progress Report

Progress Report # CSBG-ND-2020-CDSTO-00003-PR-2020-03 &
- Submitted o inbox x
Websites@agatesoftware.com 9:19 AM (1 minute ago) ¥§ 4=
tome -
Thank you for submitting a Progress Report for "Bryan 2020 Test Name 1"

&, Reply ®» Forward
Progress Report # CSBG-ND-2020-CDSTO-00003-PR- &5 &
2020-03 - Approved D inbox x
Websites(@agatesoftware.com 8:20 AM (0 minutes ago) Ty 4w

tome ~

The Progress Report submitted for the "Bryan 2020 Test Name 1" has been approved

4 Reply » Forward

13




Revising a Progress Report

While the Progress Report is “In Review,” CSBG program staff may return the Progress Report
for edits or additional information or documentation. If the DHCD program staff returns the
Progress Report for revisions, a system email message will be sent, and the following steps

should be followed.
A. Review the “Returned” system email

This email serves as an alert that the
Progress Report needs revisions.

B. Access the Progress Report Record

Progress Report # CSBG-ND-2020-CDSTO-00003-PR- & O
2020-04 - Returned for Revision D inbox x

Websites@agatesoftware.com 8:02 AM (0 minutes ago) Yy 4

tome =

The Progress Report submitted for the "Bryan 2020 Test Name 1" has been reviewed by DHCD Program Staff.
This Progress Report is being retumed as it was determined that corrections or additional documentation is
required. The DHCD Program Staff has provided the following revision notes

Errors to comrect and notes. Errors to correct and notes. Errors to correct and notes. Errors to correct and notes.
Errors to correct and notes. Errors to correct and notes. Errors to correct and notes. Errors to correct and notes.
Errors to correct and notes. Errors to correct and notes. Emors to correct and notes.

This Progress Report has been re-opened in the DHCD Project Portal to allow you to make edits. While in
Revision Status, you can access this report from the "My Tasks” window on your account Home Page. Once the
revisions are complete and saved, please re-submit the Progress Report. Contact DHCD Program Staff if you need
more information or assistance

While a Progress Report is in the “Revision In Process” status, the Report record
can be located and accessed from the “My Tasks” window of the account Home

Page.

1. Click the “Open My Tasks”
button to view any items
currently in the process

() My Tasks

You have 3 new tasks.
You have 0 tasks that are critical_
Select the Open My Tasks button below to view your active tasks.

OPEN MY TASKS

2. CI'Ck on the “Name” (ID) of the C, My Tasks
PrOgreSS Report tO re'open the ExporlResuItsto|Scleen v|Sur1by:‘—— Select - v‘ m

form.

Info Document Type Organization MName Current Status

DAG-MIP-2020-

Community Dy and CITC Training - Test .
Services Progress Report Oroanization ggol‘:lu-gDOU?-PR- Progress Report Revision in Process
_ CSBG-ND-2020-
ppl e -
ggm{g::gf;;i?g:::ﬁa"d %;%Ornﬁ‘zgocn[)s CDSTO-00003-PR- Progress Report Revision in Process
Iest Urganization
2020-04
_ CS5BG-ND-2020-
Ihe Hollzapple CDS
gg{’\’f‘{;‘ﬁ;‘r’{yltge"e'“pmem and g;%"r"ifﬂz ;?io?\DS gEgTogéooooa- Request for Payment in Process
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C. Revise the Progress Report

1. Click the “View Forms” button
to re-enter the Prog ress Report Select the View Forms button below to view, edit, and complete forms.
record. [ view Forus |

© View, Edit and Complete Forms

2. Click the Progress Report Form
page link.

D‘f Progress Report Form

3. Scroll to the bottom of the page to view the notes provided by CSBG

program staff, detailing the revisions needed. Contact the program staff if
you need more information or direction.

ADDITIONAL INFORMATION REQUIRED

Instruction: The DHCD Project Manager requires additional information fo approve your Progress Report. Flease see the notes below and provide
comections or additions to your report.

Click the Save butfon before clicking the "Submit” button below.

Errors to correct and notes. Ermors to comect and notes. Erors to correct and notes. Errors to correct and notes. Ermors to

correct and notes. Errors fo correct and netes. Errors to correct and notes. Emers to correct and notes. Ermors to correct and
notes. Errors to correct and notes. Ermrors to correct and notes.

318 of 4000

IMPORTANT: Be sure to save all the information entered and uploaded BEFORE
submitting your report. Otherwise, the information will be lost, and you will have to
repeat all the steps above.

D. Re-Submit the Progress Report
When all requested revisions are
completed and saved. Scroll down to
the bottom of the screen, below the
“Additional Information required”
notes, and click the green “Submit”
button.

NOTE: Save the revised report

information BEFORE clicking
Submit.

15



E. Status Change

To complete the submission of the
Revised Progress Report, click the
grey “Confirm the Re-Submission of
this Report” button on the Status
Options Page.

On-Screen Confirmation

When the application has been
submitted successfully, the main
page of the application will re-load
and the status will now read as
“Progress Report Revisions in
Review”.

If a page error is found, the Progress
Report will not be submitted and an
error screen will be shown, with a
link to the page where the error was
found. After correcting the page
errors, follow the submission steps
again.

. Email Confirmation

Upon successful submission, a
system email will be sent to the
email address on your account as a
second form of receipt and
confirmation.

Possible Statuses
PROGRESS REPORT REVISIONS SUBMITTED

CONFIRM THE RE-SUBMISSION OF THIS REPORT

Community Development and Services Progress Report Menu

Document Information:
Parent Information:
Details

Info Document Type Organization

Perlod Date
Role
(ate Due

Authorized Progress Report Revisionsin N A- N/A
Official Review PIA

Community Development and Services

The Holtzapple CDS Test
Progress Report Organization

View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

Q) Back

O Global Errors

Document Information:
Details

Q Flease provide a Contact Phone Number

Progress Report

Progress Report # CSBG-ND-2020-CDSTO-00003-PR- =
2020-03 - Revisions Submitted o inbex x

Websites@agatesoftware.com 815 AM (
tome =

minute ago)

.

Thank you for submitting the revisions te the Progress Report for the "Bryan 2020 Test Name 1". The revised
report will be reviewed by your DHCD Program Staff

4, Reply » Forward
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